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WHAT IF IT HAPPENS AGAIN? 


Now is the time to start laying a basis for the future, to ex- 
orcise any bogey of “bad times” that threatens to ride you 


CELIA DARLINGTON 


AST night | 1 terrible dream. It 
isl t | ned that Was sO 
id ut en I il itm , nil T ot 
oO suspense ipprehension. In the 


eam I'd just tak job as secretary im 

‘ cless ( \ ind | is trying 
my best to mal 1 good impression the 
first y. Everything was hazy, as it 1s in 
ms, but one episode stood out with 
terri learness. One of the company exec- 
tives rushed in nly, asked me to get 
la pla e ticket be I three o'clock, and 
ished out. All very normal except for a 
like facts: he didn’t say where 
nted to @ 1in't tell me what to 

use | ! ey, an e spoke French in 
ead ot | lh \ ch confused me 
ta bit, and t st ol y dream was 

t orrying i eC clock drew near- 

d neare ind e ticket to no- 
here was yet to be purchased. T knew I'd 
lose my job, alt rh the request was 
unreasonable, ar vhen [ lost my job what 


was I to do for another one? 


ALL this, 1 


a throwback ten vears or so to my 


realized on waking up, was 
first 
depression, an era 


1 


job in the days of 1 
happily unknown to many of my readers, 


Wwhell jobs were scarce as ens’ teeth and 


more to be coveted than i wels 


This dream has stayed with me all day, 


as mghtmares sometimes do, and I’ve been 


thinking back over the 
vhat the future holds 


about the possibility 


past and wondering 
Much has been said 


of another depression, 


| hether it comes or whether it doesn't, 
i little rumination might be in order, 
everybody know ibout the miseries of 


the last and fear. 


Even for those 


depression, the worry 
who kept thei 
One ot the 


think, was the effect of unemploy- 


jobs the re 


were grim aspects worst ol 
these, | 
ment on morale. Th 


a job, you're lucky. Hang on to 


general idea was, “If 
you hav 
it” True 
premium for 


enough, but that didn’t offer any 


ambition. Then there was the 
“Don't ask for advancement. 
a job at all.” “Don't 


you ll starve to death,” etc. 


admonition, 
You're lucky to have 
make a change, 
Not a good background for anyone enter 
business world for the first tim 

that it 
could, and often did, lay a basis for perma 


ing the 


In fact, such a poor background 


nent stagnati 


Of late years, of course, we've been seeing 


the reverse of the pic ture yobs for all. rood 


salaries f 


r anyone equipped with the prop- 


er training. Overtime pay, rapid advance- 


ment, a keen desire on the part of em 


ployers to keep their e1 pl rvees contented. 


All very fine, and long may prosperity con- 
1 lot of 


Gone is most 


tinue! But even now, as you know, 


adjustments are being made 


overtime, advancement will from 


Now on 
be less rapid, competition keene 
DURING the War I worked in offices 


. - ae ee nll x 
where the stenographers and = secretaries 
many 


of them just out of school. I admired them 


were for the most part quite young, 


for their drive, their stamina, and their en 
Most of them had far better jobs 
who started out in the 


sion had a chance at 


thusiasm 


than girls depres 


Phey had good work 
excellent salaries 


ing conditions Phev were 


lucky but many of them didn’t realize it 


Phi brings me lo thre center of my 











450 


the time—and the 
last minute, perhaps 
for the future. 
“But what am | 
Miss Young 
the lap of the gods. How can I tell whether 


I'll keep my job or 


thought. Now is very 


to start laying a basis 


> 


do about it 


going te 


Secretary may say. “It’s in 


not during the next 


depression?” A lot of that depends on you 
Miss Y.S. From one who has experienced 
both the downs and Ips, at a Tew 
suggestions, for what they may be worth 





cag Hire her if she knows a tvpewrite 
trom a mac e gu Lots . tarics 

though not 1, of Cours got away with 
murder vder the tect this sk n 
Don't think for a moment that employers 
Von thoueg tiiey i to ( i-t ined 
secrcta4rics uin't ¢ I s ceces 
sity. Even though you can still get away 


it now, it’s obvious that your futu 
lepends on a basis of thorough training. li 
voure able to 
skill isn’t at 
h take it, for 


salary vhal 


get a job now when you 
its maximum, 
the 

it’s avail 


opportunity to 





abi« 


education doesn't have to stop there 


are night schools and s] 


ecial courses s 
well as seli-instruction. So, d t expect to 
wild a secre uf ff € ¢ 1 poor f - 
dation, 

Many stenographers, especially the young- 
r ones, when bs were ul, took the 
viewpoint that they were b yr offered, as 
it were 1 bou of f t & s to 
wse from. Pluck a} ) rv it : lit 
then throw it aside for a more ttractive 


that t cy had a job of 


ork to ¢ or which they ere cCarming a 
] * 
Salary 


DURING the early war years, by the 


tunes of employment 





raphers working under me. My position 
Vas a liaiso between then tine 
Naval officers t orked. Be- 
lieve me, this was an eye-opener on the 
Pinions of employers, and one | ld no 
have missed, after years of personal em- 
ployer-employce relationship. | found out 
that the average en pl cr appreciates ¢g od 
work when it is done for him, but that 
he is not slow to resent it if his employees 


stan:lard 


\mong the 


secretary Wild 


ntage ol jim 





were the is always 
late, the girl who gets a mysterious illness 


Monday (after a hard week e 


nd), the 
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girl whose letters are sloppily written. the 


girl who has her mind on extra-curricular 
matters during office hours, the girl who 


thinks the world owes her a living and has 
“ permanent chip on her shoulder, the gir] 


» can’t get on with her fellow-employees, 


the girl who is a busybody and carries com 
plaints to the boss, ete.. ete \ 


Well why 
on this angle? You all know 
the kind of people ] mean: there’s ne or 


unfortunately, in almost every office 


So my second admonition would be: 2, 
mem e work ‘ rnina 
p rap cl] Phis Say git 
Viichn 1 1 s was ever allo dt r 
eet during the last depressi but it’s only 
natural to lose sight of it sometimes during 


an era of prosperity 


Pal - . * . . 
ENotl GH lor the negative point of view ! 


Most seerctarics, | 


bout their jobs, and there is pr 
type of work where more extra service is 
expected and received: alert handling of 


, 
| 
lone Calls, 


tclep! extreme accuracy in filing 
i God-like infallibility in keeping the ap 
pointment pad, unfailing tact wit ifheul 


au _ . 
Calicers, Social potse, 


these arc 


expected and receiv Irom sec 
retarial employees. But still. « inothe 
depression, there will be thos 10 have 


secure jobs and those who will haunt 


iwencies 
HERE are a 
will find 


uture, rain 


en ployment 


vhich ] 
want to build a 


few tips \\ believe 


you useful if you 
or shine 


work, as In any 


branch ef endeavor, it pays to bear down on 
your strong p ls, to be known for some- 
no ec} il } von re ; mict he 
neg specla | \ ¢ a tast typist, ve 
very fast, x ] be recommended and 
remembered s one with special talents. If 
youre not speedy, concentrate on being 
irate d be known as the girl who 


ver mak 
ii your forte is personal relationships, make 


lic your. strong 


] 


tact in handling the pul 


unt. Or perhaps you're specially good at 





organizing a system, or at telephone 
the i 
W hatever it 
you'll be better 


igh] 


contacts, or taking gist of discussions 


at meetings is you emphasize, 


remembered and more 


y recommended than the employee who 


is me rely ave at everyt! ing 


Talc 


FOLLOWING this train of 


ther, try fo spe 


thought fur- 


ialise in one, or more, 


Oranches of 


raphy. This may mean a 


sfenog 





- 19 TuE | 
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pel it need 


t 


les si) t 1 and typing y 
ing the insurance bus s inside 
it; or it may mean an acquaintance wit! 
nedical or legal stenography r it may 
ina knowledge of another guage 
Whatever you st yob 1s may de I 
1 ke it it 1] t nut specia tv 1s to 
Next time \ 1 it the emy \ nt 
Ss, notice ow many tir ree ( 1 
it least y 1 
‘Secretary wanted; export-in t experi- 
nce preferred”: “Wanted: leg at 7 
— cle 
In times when jobs ar ird t t ( 
s limit the field and give 1 
ppo tunit t get tl iI \ 1are « - 
‘ a | he ] ting \ ‘ 
RA . , a hace. Bie es 
eainst unen plovi + t + 
ive | t ‘ h \ 
| lum? ’ ’ : 
Ke | < 
the bette vided 
‘ 
iround 
W HICH brings me to my third t 
ara ca ] f ] ] ‘ 
heh 1) V est i it et S < 
ou can in it ven if it isn’t t 1 
timately. And. take ite ] 
d experience you can f t. Don't 
get, when you leave tor a_ better t 
ike i lett recomnie t 
You may never nee 1 it, but I s t ¢ ‘ 
haggage, eitl 
MEANY young secretaries think eit 
bs as temporary expedients leading »t 
omemaking. Often, this is true. But, { 

t point V1 of the next depressio 
Which | e is mythical), this is a d 
eerous ittit < live il Por s ting 
yround t rn 1 a ding ru 

1 is D0 4 as 

j \ 1 neve know it the tut ‘ | 

id SOMetiine SOT ie | \ 1 t 
nother position, for the money, or for th 
fun, or for t care And 1 . 
employe i full tur the salary 
pays you as long as you are it] n 
Nothing is sadder, in a depression, thar 
the om who can't get a job because “shi 

vesn't kno mw to do anyt O rr has 

rgotten everything she learn Don't 
ever let this happen to vou! 
\ TRUCE to this moralizing! But you 


} ] 


wat line of thought a bad drean 


elutted 


] + 
employment 
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- 

Actually, vo i ve icky, vou voung 
retary B ’ > vark —T 

Secretaries »CCALISE Whatever! appens to 


anging world, 


needed. W1 


et 
4 2 
vw eh 























the wheels of business ceasing to revoly 
Phere ll alw ivs he i call f ir | secre- 
built the rig/ ndation. vou'll be the on 
to answer that ill 
T —_ , : ] 
rv It Yourself! 
° 
For each such “tip” acce pt- 
ed for publication we will 
pay $1.00 to the contributor. 
WwW 
LINE the cil-tvpe tvpewrite iscr, 
nd most offices | ive k ive 
sed them. However, I’ve found th ird 
‘ mn they get wv Pee ‘ 
out one-t igi size. S I tay 
_ stubs together t l, with 
bit : te I ( t ] n¢ the sc- 
Iness thereby cutt low winatis n 
PATS 
WHEN n iking corrections in typing, even 
though we strive t ise a lighter toucl 
sometimes the typing looks darker than tl 
rest otf t ioe l og Ve tl tion 
very hehtlhy i i sma < preferably 
Nie ttc ad to 11 \ ( 
Lena R.] fer 


l 
. an ¢ tvpewriter beine blown for- 
| by dratt na tian or an open 
~™ ‘ ++ ¢ ] 

or. lo el Ss, tic one end ot a string 


to the mi of the b i ests on the 
paper. Tie ast weight (an old key will 
do) to the other end of the string, allowing 
the weight to hang behind the typewriter.— 
Vart 1] Il rig 
Iv SAVES much tim and shuffling to 
, ; , ; ; 
d your address list when you are rushed 
M you will use spare minutes to type up 
envelopes to the company salesmen or 
branches llel Ik. Gelities 
{Tl ractice ( I ¢ ] ext to 
ver any corre to whom y e- 
juently, espe y set \ you oft mail 
CIT 5. PD t ‘ t y 
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Transcription Talent Teaser No.4. 


\ Key. with Comments 


E. LILLIAN HUTCHINSON 











[ee 
6 e 15. 2Vede, “volt, I, ePclMe>s 4 t 
? ’ ri€ 4 , = ; . . , 
8 A wit é ‘ 7 =, } 
9 € ¢ n A? ‘ 
10 ati is generator Js $510.06; rs 
= 4 9h Levount at die peueer’ ae 
12 ance ji ie wi t e f { 
i l VN . any ’ } 4 Y if + = 
14 equire . A 
“ » 





18 t oP. wi é erat 
19 j P e if it adi 4 “ ) e h K 
a0 ef about Mb. 34 Wits, Er it ta mewhat intermi tepRely 
21 1 »p. will be ample, - 
2 Delivery of this generator will re ele t Lik 
time, 1@ hope we may ter your er. of 











MQ YOU It to tra Line 5. As the short sentence that ends 
ny r studies the me vy mont it or 1s t ry i lature 
( \ ay § M \ | ¢ Dest cure a . Lally is il mtains t \ rd Jol- 
ay : , ‘ ] should llow the sentence 
SDI yr teve is t ( somet ne «ae te . 
. 1} Lhe 1 ent | I ta iry ssu 
ad concrete ind it nd be vu Iai ‘ irl 
, - Lain it e on 1s the k of t 
ete than straight g out a tett ruil cti 1 anticipa 
{ transcription b lers? So, find the re- 
‘yped copy that y mace t the Tra ) ‘ i le typist \ 4 typed tis 
; Ace ‘ lett 1 ! . 1 device to dis 
tion Teaser on page 401 the April Gri ACULCE ¢ yed av ry : dey to d 
° f jay ft C4 l Gesct t ot the pr 
Writer and checl r findings hh the ' 1. 
4 I equi ent 1 cr Ciis¢ ss in maent 
, | 17 i ‘ ' HG t 
or cted copy i i wit ti LLOW ; , 
. . — iragtT Notice t t sii dt ‘ t rulatr 
17 ’ nf 
nments paragra stop t It margin of t 
paragrap ind 1 ented the first es 
Lines 2 and 2. The date August 25 should customary ve aces lhis  treatmet 
: “a ] ‘ A : 
not have been divided Reason to present nakes it casy to s tthe 1 rmat }every 
in instant and complete picture of the date time t letter is referred to. S if 1 
Other similar separables are a nt ndicated an error in the It margin of t 
tials from surnames: titles, sucl is paragrap you were tl ne im ¢ 
1s } ; ’ ”,T ] ] - } ‘ 
Ir., J Iisq., and des ees, such as P] } | Musspening separate 1s oO 
m the names to ich they are attached 1 the n t com Perhaps this 
abbreviations and signs from the nu mn tl comment will hel; 1 remember 
ber a) Ww 14 1 ‘ if i ‘ |: Toor It | t t rad t} 
- le I}, , } | { ft 
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many years ago, I never hesitated again, 
tvying to decide whether an ¢ or an a went 
in the middle. 

(3) No hyphen is necessary in separately 
rcited used as an adjective betore a noun. 
Yes, we know that this statement sounds 
ike a direct contradiction of the statement 
in the November comments that, when tw: 
or more words are combined before a noun 
to form an adjective, hyphens are used 
rhe exception to the rule was not given, 
however. It is this: When one of the com- 
ponents of the compound adjective is an 
adverb ending in /y, no hyphen 1s needed 
In this type of construction no misreading 
is likely without the hyphen. 

Line 7. Single-phase does require a hy- 
phen under the regular rule. 


Line & (1) Pill 
you started your spelling-demor 
yet? 

(2) A comma should follow pulley. A 
comma is used before the conjunction that 
connects the last two elements ta series 
of three or more terms. The series here 1s 
ase, pulley, and rheosta The comma 
makes it unmistakably clear that the pulley 
and the rheostat do not, together, consti- 
tute one single piece of equipment. You 
may notice that many books, magazines, 
and newspapers do not include a comma 
before the last member of a series. In busi- 
ness letters, however, especially in those 
dealing with important or technical matter, 
it is safer to include the comma, so that 
there will be no possibility of misunder- 
standing. 

(3) The hyphen was omitted from the 
compound adjective, 3-terminal. Doubtless 
some of you remembered the rule about 
-pelling out numbers below 100 (see page 
346 of the March issue, the comment on 
line 6) and indicated that the adjectiv: 
should have been written three-terminal 
If you did, you forgot the qualification that 
in statistical and 
numbers may be written in figures. The 
displayed paragraph in which 3?-fermuinal 
appears is both statistical and technical. A 
stenographer in an engineering office would 
therefore be likely to be expected to type 
the figure 3 in this case. 


+ «} > - 1 + 4 
technica materia 


Line 10. When an amount of money that 
appears in a sentence consists of dollars 
only (that is, where no cents are included), 


neither ciphers nor a decimal point 1s nec- 


essary. The form $5/0 is clearer than 
$570.00, which in quick reading might be 
interpreted as $510,000. The period in tl 
form $510. is entirely unnecessary 








Percentages should be written 


Line 11. 
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in figures, for instant recognition. The 
two-word form fer cent ts preterred by 
Webster, although the solid word is not 


incorrect. 


Did you indicate that the % sign should 
have been used here \s this percentage 


is the only one mentioned in the = entire 


letter, the spel ed words are preferable 
When percentages occur very frequently, 
as they d statistical or accounting work, 
the % sign is preferred. 

Line 13. (1) See discussion of line 6 for 
the reasons ior preferring the form = rea- 
sonably Sised,. 


"yy again misspelle d 





Line 15. (1) Separately again misspelled 

(2) Words o plirases act mpal ied by 
definitions should be enclosed in quotation 
marks; thus: “Separately excited 


Line 16. (1) The wrong current was 
typed. A currant is a berry. Perhaps notic 


ing that the current with an e reters to 
t 


ectricity will help you remember the dis- 
tinction 

(2) A wrong word division here. The 
t should have been carried over to the 
next line, for it belongs with the following 


syllable: thus: elec-tric. 
in doubt about where to divide a word, 
the safest plan is to consult either a dic- 

mary or some such word list as 20,000 


t 
Words. 





Line 17. A very c 
ist confused the plu 
the singular possessi 
is well to remember that nearly always 
when an 


mmon error—this typ- 


1 noun companies with 


t 




















noun (line ve 1s required 

Line 20. (1) TI viation No., mean- 
ing “number,” sh capita | 

(2) The miss f ery 
common, Just remember that t letter 
that is heard in the pronunciation is the 
one that comes first in this ca 

(3) Another misspelling termuttent 


ly. Confusion between the aif-ending and 
ent-ending words 1s common. Try to mem- 
orize the correct forms f some 1 the 


most frequently used business words en 
} 


as a Starter: 


ant words ent words 
attendant pleasant adjacent diligent 
elegant relevant competent equivalent 
exorbitant reliant delinquent excellent 
expectant reluctant dependent incident 
ignorant significant different permanent 
cessant persistent 


(Continued on page 464 


— 








these svllables and gradually add them 


to your stock in trade. Use these two lists 
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MARGIN MAGIC FOR TYPING 











MANUSCRIPTS: 


The secret of white space 
applies to all the straight- 
ALAN C, LLOYD copy material you type 


\ssistant Editor 
The Gregg Publishing Company 


ire ing Jea t c n Cal 1 ster eat secret ol 

I » will retype this from trade—t irginal whit. 
my rough drait k that th di S ‘ e ca evot attention to pro- 
cript reters « to the orig ] y oO duction. Relieved of the worry about ar 
i story of! ) | Licle range nt, e can 1 out the ¢ py ling 

We id l nent about it just the by page by pag it our top speed 

other day, l weled the big di ™ 
tionary over to point to its definition: “That Y ES, IT IS TRUI \ll we have to 
whi is writt ith or by the hand. A know, 1f we wish to turn out attractively 
written composition. An author’s copy of | typed reports and documents and _ papers 
his work, inl hat dwriting or typ vriting.” and i ticles and st ies, inci lentally i. is 


“See,” she said triumphantly. “See?” ow much white space to leave around the 


But,” I replied, “that uld limit manu- naterial we type 
script to material that 1s to be published. lo understand the theory of margins, a 
There are lots of things you typed in school — typist should think of a sheet of standard 
and you type here that are manuscripts s by-11 inch paper as though it were 
but that aren't to be published.” ruled in half-inch squares, because we art 
) sure eed like the ticles 2 to describe 1 Nargins not in terms 
you write ind t 1 discard Ol lines OF so-many ces, but in terms of 
“That's not it I mean!” I retorted one-inch te-space widths 


‘ \ Bits 

to a vertical inch? R t He many 
AS FAR AS a typist is concerned, any cross a page to a horizontal inch 
continuous straight py is a manuscript. { depends: 10 spaces of pica type 


\ term paper typed in school, a monthly 








business report, a news release, a_ legal LET , 
SS ) levy ? 
: 1 , . yar > { | (idl La 
document til t ¢ IscTl s SO, ' ives 
¢ ics V 1K ao not cover every tiny 
too il bric str copy mate S lIK¢ 
ntricacy it \ 1 1O ive us § vul s 
i stall n n, a report « i nies 
ence, minutes of a meeting, an extract >... Le ‘ P ‘ inch f ¢ 
: . F J ivi i ‘ ail Ma S| i TEA ‘ \V Fit 
Irom a printed arti le. Indeed even the space al md t typ ] mate ial top bot 
timed writings that a typing student takes tom, right side, leit side. Study Illustration 
. “9 4° , (“= na 
in building up or ought to be No. 1 (page 457) for a moment. 
consid red as, 
1 e 1 1° i] tT ] - ‘ 
\ll of thes ire typed alike—with ule 2. Leave at least one additional inc 
double spacing, with centered eadings. ol \ C pace at t top of the rst page 
fe - : ol a manuscript ; 1 at the top of the first 
with page nu rs. Here and there a ‘ } Ny, . 
. ° ° e AVEO Ca I ke ¢ tel Note this pro- 
little intric Vv f Te 9 6 wns +4 . F 
1t ” mtricacy I ¢ ang lent ses il Visi the t d i P i ¢ 
bothersome head: it, if we can learn the lust . 


fundamental rules t o 
in general, we will know how to tvpe all of tvpinge would vou begin in ord 
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. os ‘ > 
nargin? Right—the thirteenth CAN YOU remember these brief rules? 
- : . 
--Inch marg ¢ ¢ If you can, you'll see that all you must do 
] ’ us as 
12 lines oe ae Se aes Cs nea ere 
when you Indertake any ot our straignt- / 
Rule > If the pages are to be bound, COpy jobs 1S: 
ulOW an extra Vinite spac ( ] Ask yourselt s wld t] is b b 1! | 
—— ' e « sa ten 1 ‘ , 
Vict 1 tiie | CKI¢ it tu ( 1 ’ 1 ' 1.3 
> nt shoud Tee ( Stapied 
ives l iwtrat nz Snows the ent ‘ 
' ‘ nless t nus t S irve t t : 
it for top bind ind Illustrati 3s : 
. ] ] } + 
t extra in lett mr sacle g iialenitastuieaiat os ; , = 
(Py ly] \\ + ould vo } ; | ok 1 ‘ \\ ( tive il script Ss noft 
| ‘ + 1 + ; | ] 
ist It duplicate OTK W s £ ( un) STV Cu ( 1 wtra l L 
bound by a single st ‘ t ‘ t pplies. Remen that most |e cu- — 
rt > ff 4 ‘ R . , ; 
( OT § I ? ¢ ¢ t< ' t 7 ti) wd s require ? 
¢ ] $ 
Liem Ss ) il ages ¢ 
a I sf i ext : at t the to and t t any 
msider ft s -h md 
sid thino t tebook wall | bound 
} \ vi gl t sl ( t tl t is ext ( Spa 
s\t title t ) 1 ( t 
4 beh} i t eT’ 
ust be centere | 1 s ( ( > ; P ’ 
5 * cK Y be 1 s s t ice 
r the typi \\ 1s Cl 1 tire 
yi , idths ‘ ve ft — 
Ct tering l i 
9 ln t ct sire , +t 
s wider tha e bottom « is | . 1 1 
tratior 2 thy 1 ine . ; \ space ¢ , \ not . = 
on t pave somet o ft rel ¢ ‘ t matte 
tvping the title pag or cove! is s 3. Add the wbers at w vou place 
; second draw? f , : ots _ 
In the second d &B ( l you irgin stops vide the total by 
: : 
t the lett margin 1s wider than t ght . 
! t 3 l v two. to get \ 1 ri tal center ‘ int 
le, as Lllustrat a cent ¢ t ‘ 
a P ‘ lot it do 
ill shift toward t soht . dines 
{ . + | 
(Shortcut 1 ino the : ‘ cen- 4. Whe you start vping \ | ive 
tering point \ together t m) R to, be on guard for t width of your bot- ‘ 
t scale at whi the margin stops at tom marg1 If you are typing the manu- 
Set, the divide t tota | t 1 lie script 1 ste if vou are sing 
esulting e . ° . CEbels M metric carbo. pape you ve big . 
Rule « 7 = th i vantage : vise vour lines a numbered 
ber depends ) t x. | li vou re sing dinary irbon pap 
: : - aarti 
script 1s riot < Sj t } ] ho tT 0) vel \ 1 ive to 
the page nimi AY F te! t insert a ileg i hy re \ 1 start tvping 
bottom o ‘ iced int per ft Insert tu very light pencil marks in the 
" } 
al rner t 1S rele i 
ia de | , ' : , ¢ 4 a ere vou 
the « me! z 4 ve bou t the t : 
l I A ; t the hott nl mare. to Ol md in- 
is l i és ( iv¢ ) ’ 1 ‘ ‘ 
‘ thre hout mk wwve t first. to set 
be centered at the botton Tf li : F owe 
‘ ’ ? 7 1] 1, 
the manuscript 5.4 hie hb nd it t ~ ‘ Sa irhi ite ( s¢ Vo ive 
> ‘ 1 4 7 
is in Illustration 3, the page numb . erase those ( il marks. There is an 
: ‘ 
be spotted in the upper right cornet ther method, t that we in recom 
Whether you use the vord pa end 
. ethe you t ] yings nto ¢t ] } - 
\ til \ l iCkK Le l f f ti If you ado not lave 
like -2- 0 ~ 2 pends ny 
‘ : Micrometr carbon paper, type a column 
ence or traditional company policy ‘ A ; 
: sn? ‘ 4 ( numbers from 66 down to 1] it the ° 
In a manuscript actually intend , , J 
° . . . . ‘ xtreme wit e€ ore oO 2 sheet rT paper 
publication, it 1s wise to put vour last : ' nd 
in front of the page number, as 5 Insert this be 1 the paper on which you 
' 1 7 } - } } ’ ° 
or Jones: §, and to place the entry at thi type, being sure to ive the column of 
ae Pat ‘ os . res mn 
top right. numerals stick it at the right The num- 
The page number is msidered a part bers tell you how many lines you have 
= 





f the manuscript itself and belongs withi: left 
the area allowed for the typed materia 
that is, it should not be put in 
pace of the margins separate the number 


: ; y _ T to al se i 
from the running text by two blank lines AND THAT is all there is to keeping 


(Special note: No page number is placed the white space even around what you | 


on t page, and so help you to guard 


against invading the bottom margin space 





on the first page of a manuscript or on the type. It is margin magic. Once you learn 


1 “ 1 


Hirst page of a new chapter of a manuss ript.) to keep the margins uniform throughout a 
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ILLUSTRATION NO. 1 in Unbound Manuscript. Top, bottom, and side margins should be an inch 


wide Remember to allow for that inch loss of space at the top and bottom of the title page, too, 
that your information ts centered in the upper and lower halves of the space remaining after you 
allow for the top and bottom margins. The first page of the text or the first page of each 


chapter ts given an extra inch top margin and the number is not shown on these pages. The numbers 
of the other pages (from 2 on) may be centered at top or bottom, or at the upper right-hand corner. 


Leave two blank lines between the number and the text. 
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ILLUSTRATION NO. 2 1 lop-Bound Manuscript Ihe bottom and side margins should be an 


wide, but the top margin should he two inches wide, to allow for the buckle of turned-under pages 
When planning the title page, allow for the 2-inch top margin and a l-inch bottom margin before 
centering your groups of lines tn the halwes of the space remaining The first page of the text or 
first page of a new chapter should be given an extra inch in the top margin—a total of three inches 
altogether For top-hbound manuscripts, center the page number at the bottom of the page, with 


blank lines between the number and the last line of the text 


two 
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ILLUSTRATION NO. 3—A Side-Bound Manuscript [he top, bottom, and right margins should be 
an inch wide, but the left margin should be two inches wide, to allow for the side buckle of turned- 
under pages. Remember that the horizontal centering point shifts to the right a half inch, because 


ihe side margins are no longer even; this is important when it comes to ntering the lines of 


your 


c 
title page and the chapter titles and other lines to be centered Put an extra inch in the top margin 


of the first page or the first page of each chapter: and remember, too, that you do not type the 


num- 


ber on these first pages. On the other pages of the text, spot the number in the upper right-hand corner 


as illustrated, 
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whole document, vour work will look neat 
and will make the read 
your teacher or your employer, appreciate 


your professional skill 


But it takes a bit of practice. So, just 
to get that practice, make a copy—well 
about two pages’ worth—of this article, in 
three ways: first, as an unboun 
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script. like Illustration 1; second, as a top- 
bound manuscript, like Illustration 2: and 
hird, as a side-bound manuscript, like Illus- 
tration 3 
Keep your copies for future reference. 
for they cover just about everything you'll 
ww for most of the different 


tvpes of straight-copy jobs! 


The Not-So-Perfect Job 


NRADUATES of the past few years 
would not wWive as nr thoug t ft 





the first job I had in an ofhce. a littl ver 
twenty years ago. I built fire in 
ing and, on the coldest davs, thawed t 
im the Db ttle o1 ny desk bet c st y to 
work. The day started at 7 a. i except 
for an hour at lunch, it lasted until 3 } 
in the evening. After a c, I was 
to quit at noon on Saturdays, thus rounding 
cut a fifty-hour week 

That job paid $10 a week at first 
advanced to $12 Phere was 
or other financial incentives. It . 
lutely nowhere that I could s \1 

mly reason for going into detail about it 1s 
to prove | speak from experie ( I 


discuss the not-so-pertfect job! 

LOOKING back, I am astonished lit 
tle I bothered to learn about the business 
itself. We were engaged in growing and 
selling nursery stock, and there ari 


more mteresting activitics in this \ 


day world. The men in the fields and 
packing house kept even longer hours t 
the office: I might have watched and 
learned the operations of this highly fas 
nating business. Yet. for the most part. I 


, ‘a 
was content to take my $10 or $12 and 
adventure that started almost 


utside my office window 


ignore the 


Today, I would value a thorough know 
cdge of nursery stock far beyond the total 


dollars paid me for writing letters and 


keeping records in that small office 

IT may seem to the reader that I was very 
stupid not to see the opportunity to expand 
tiny breadth of vision by absorbing this im 
portant background. With such a decision, 
I could not argue. But I still see young 
graduates make the same mistake of failing 
to learn “what makes the wheels go round.” 
No one ever believes it until ten or twenty 


years later, but the truth is that what you 


Only a handtul of young men and women 
tind the perfect position on their very first 
Usually one holds several ditferent jobs 


i varicty of companies and fields of em 





winent before settling dow to som 
ing permanent. Howeve each task ca 
id Ss Sila t al SUCCESS to Liv pers 
emembers to wider s outlook 
t vh the facts and ideas gleaned along 
t i\ 
Perhaps yout esent em ‘ t is 
. ill ect ith t k \ ope to 
lo fut ( But Mla t I st ot it 
i Wa a | vou move ) t ip ition 
ming nearer your ideal, 3 vill find 
background makes possible the kind 
comparisons that can come in no other 
\ 28 | have bec me a person of better 
ulgment because you have a wider know!l- 


ithice work par- 
= “ay , 
ticulariv, Wi you discover amp 


ity to combine the best methods from past 


opportu- 


employment in order to improve your cur- 
rent output 


DON'T ec: vy people who seem to like to 
work. They have found the secret of get 
ting more than dollars from their employ- 


ment, even when they frankly tell you that 
they hope for tasks more to their liking at 
some later time. Stop once in a while to 
catch the spirit of such young men and 
women. When pay day arrives (and I am 
not trying to minimize the importance of 
the event), ask yourself what you have 
gained in addition to dollars. For the most 
vital part of your first position can not be 
put into an envelope any more than you can 
hile the beauties of Nature in a bank vault. 

Of one thing you can be absolutely sure: 
Kegardless of what course you follow in 
the future, you will never be sorry for hav- 


ing taken a keen interest in what you are 
doing today.—George M. Dodson 
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THE STUDY CORNER 





NAMES—PEOPLE AND PLACES 


Just because they are proper nouns does not necessitate your 
taking recourse to longhand when you meet them in dictation! 


JANET KINLEY GREGG 


N taking di 


sonal and place 


‘tation, do you write per- 


names in shorthand— 


or do you fall back on longhand? There 


is some difference of opinion as to how 
proper names should be handled by the 
stenographer, and perhaps still more div: 
gence in practice. We have seen a great 
many good shorthand writers who have 
habit 


permitted themselves to develop the 


of writing names in longhand, to. their 
msiderable disadvantage. 


Short! and Is Just as much Neip in writing 


lames of people and the names of places 
that «cur constantly in business corre- 
spondence, as it is with other material 
Generally speaking, names do not present 
any dithculty even to an = inexperienced 


writer. What could be easier to write than 


Smith, Jones, Brown, Wel h. Catly or 
iny number of names familiar or infre- 
quently met with? A point to remember is 
that a good shorthand outline is ever so 
much more legible than a hurriedly written 
longhand name. If you depend on your 
shorthand, yo ive no trouble at all be- 
ause you will handle the word just the 
same as any othe ne, without losing time 


ind without special exertion. On the other 
hand. if vou 


’ abandon shorthand and try 
» record the name in longhand, you will 
ilmost certainly have to write it as rapidly 
end with 


as possible, and probably vou will 


a definitely confusing form. 


BESIDES the extra time it takes to write 


] 
i 


1 word in longhand as compared with the 


time needed for the shorthand outline, ther: 
is always a decided break in the fluency of 
writing when you shift from shorthand to 
longhand. In writing shorthand, you are 
intent on following the sounds of the dicta- 
tion, and the 


channels 


writing flows out through 
appropriate to the situation. If 
vou change from shorthand to longhand 
for a word, whether it is a name or any 
other word that you may at the moment 
consider difficult, you start an entirely dif- 
ferent train of 
use of a different set of characters and a 


impulses, involved in the 


spelling basis instead of the natural sound 


to be dis- 
turbing and obstructive, and is one of the 


basis of shorthand. This is sure 


primary reasons why, in taking dictation, 
you should stick to shorthand. 


OF course, in transcribing, names always 
This is very 
important, and one of the first requirements 
of a competent that she 
should make absolutely certain of the cor- 


involve the element of spelling 
stenographer 1s 


rect spelling of every name she types. But 

this doesn’t mean that the 
t be written in 

the dictation. The 

importance of spelling, just as 


should 
taking 
dictator understands the 


names 


1 
1 


shorthand when 


well as 
the stenographer. Provision will be made 
to give the stenographer all 
formation or to make it 
to her, either by calling attention to un- 
usual spellings in the course of the dictation 


required im 
readily available 


or by supplying the stenographer with the 
papers with which the dictation is con- 
cerned. 

In any event, this has no bearing on the 
practice of writing names in shorthand. If 
you know how to spell the word when it 
is dictated to you, you are not going to 
to spell it when you come to 
your transcription. If you don’t know how 

ill have to find out in 
whatever is the best way or by the method 
that is followed in the place where you 
are working. 


forget how 


to spell it, you wil 


In shorthand, 


Broun are all 


Braun, 
represented by the same 
If the dictator spells it 
en dictating, you write it out 


- . 
Brown, Browne, 


shorthand outline. 
for you wl 


to get the spelling. Sometimes, though, In 
cases like this, the dictator may simply 
say “Browne, with an ‘e’.” 


If you already 


have written the name in shorthand, you 
can just indicate the spelling in longhand 


over the end of your outline: 


Cet C+ Cx 


A quick, easy way to distinguish spellings. 


or 
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Drill on Proper Names 
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Proper Names 


York, Chicago, Philadelphia. and Boston, and 


in England, Ireland, Scotland and Wales 


> 
Inc luding the fifiv commonest in 
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Common Christian Names 
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TAKE A TIP FROM 
TONY! 





> 


Check a Check List! 
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tion, then we've reached thi 
And this is true of 
cluding the job you are now 
say to yourself that you 
job as efficiently as it can be 


danger point. 


almost everything, in- 


doing. If you 


are doing your 
that 
then 


impossible to 


done 
there is no room for improvement 
If it 
improve the mechanics of the 


you're in a rut seems 
job, it is al- 
ways possible to improve some of its per- 


Which 


I've had in mind for some time 


sonal aspects brings up a 


A SHORT WHILE AGO I was fortunate 


enough to have the personnel manager of 
the organization visit the class in Scere- 
tarial Practice I was teaching for a large 
corporation here in New York ( itv. In 
her talk to the group she discussed a check 


list of qualities she considers as required in 
every top-notch secretary. 


I pass this in- 


formation along to you in the hope that in 
checking the list you will find a point or 
two that will be of value to y 

Besides technical excellence typing and 
shorthand, and ability to spell and punctu- 


ate, a sound basis oi 
grammar, a 
technique, 


good 
telephone 
were included 
The dif- 
the 
secretary and stenog- 
rapher is that, al- 
they both 
mistakes, the 


doesn’t let 


Cx. 
Accuracy: 


ference between 


though 
make 
secretary 
them get him. 
Adaptability: 


Should develop a de- 


by 


sire to please, a will- 
ingness to cooperate, 
and an ability to take 
criticism. Should also 
be able to adjust to 
the personalities of 


Room for Improvement Here 





“Well, if you don't give me a raise 
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regard to usual duties, and to keeping 
fidential matters confidential. 
Good Judqment 
Honesty: 
should be beyond question. 
Interest and en 
Loyalty: Strictest loyalty to the employer 
and to the i 


sary 


‘on- 


Sincerity and trustworthiness 
thustasm 


organization is absolutely neces 





Personality: Should be flexible to make 


the entire office run smoothly 


fact: Should get to know people and de- 
velop a knack for handling delicate situa- 
tions 

Responsibility: Be not only capable of 
assuming responsibility, but willing to ac- 


I HIS list is by no means complete, but it 
does provide a to start 


ditterent qualities 


base from which 


taking inventory of the 
possessed and those which may need im- 


proving. Go over the list two or three times 
1 for instance, if 
you should in 


with y 


in earnest and ask yourself, 


you are being as tacttul as 


working yur 
fellow employces ? 
Would the office boy 
be more willing to do 
a job for you if you 
asked him in a little 


ditferent manner 
Or are you being 


as loyal to your boss 


as you should be? 
When other em- 
ployees are discuss- 


ing some particular 
thing that he may 
have done, do you 


add fuel to the fire, 
do the 
to something in 


or 
talk 
his favor? 

hese little things 


you turn 


others he office. are import: al 
thers m the Sin you'll have to spend the money on ats mportant, a id 
Ambition: Should typing lessons, anyway. they all combine to 


have a de sire for ex- 
cellence in present 

and increased 
about it! 
Well-groomed and in good 


duties and a desire for growth 
responsibility- then do something 
<I ppearance: 
taste. 
Common Sense 
Conduct: A businesslike attitude. 
Confidence: Should develop an attitude of 


self-reliance, courage, and assurance. Such 
characteristics prompt an employer to give 
a secretary added responsibility. 


Dependability: Should be developed in 


show what kind of 


secretary you are. 
(This 1s 
Read at least two different types 


Stay abreast of current affairs. 
a must!) 
of daily newspapers in order to keep your 
thinking on a wide plane. And read the 
better quality magazines, too. 

Remember, you'll get out of the 
start to improve—not only in 
techniques, but in human relations as well. 


groove 


- 
when you 


> Human improvement if from within out- 
wards.—Froude 
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YES—YOU CAN DO IT, TOO! 


Sparking the study of shorthand, typing, or any other 
subject with interest and enthusiasm certainly gets results! 


FLORENCE ELAINE ULRICH 


F TER examining 35,000 O. G. A. Con- 
test papers from students and short- 
hand writers all over the world, it 

is increasingly clear that sparking the study 
f shorthand with interest and enthusiasm 
is a prime factor both in teaching and in 
arning it. At this writing, we still have 
several thousand student entries to examine, 
as well as the entries in the Teachers’ and 
Much beautiful 
has been received from students, and 


Stenographers’ Divisions. 
work 
we hope during the coming year to publish 
some additional specimens in order to show 


kind of 


when 


our readers the notes students 
under the 
shorthand 
who called and examined some of 
the work received were greatly impressed 
by the and beauty of 
what they saw! “It is unbelievable. 


trained 
Veteran 


learn to write 
OO. G \ 


Writers 


Program. 


accuracy, fluency, 
One 
has to see it to know that such writing skill 
is being developed in the schools,” one of 


ur expert reporters commented. 


J UST as perfect typing and longhand are 
more legible and easier to read, so, smooth, 
accurate shorthand is easier and faster to 
transcribe. You who may have thought that 
only the writer himself can read the hiero- 
would be aston- 
ished to sce how easily you would be able 
tu read the 
ping, 


elyphics he has written, 
of contestants from Pei- 
Palestine, England, Turkey, and 
other parts of the globe who are taking part 
in the Contest this year. 


notes 


\mong those who entered are thirty-one 
(the entire Senior class) from the American 
Mission Commercial College of Alexandria, 
Egypt: also three (the teacher and two stu- 
dents) from the English Institute at Asmara 
(Eritrea), East Africa. The 
only been 


system has 
there in 
*Sche “ 1” 


introduced 
Africa, but we hope a 


recently 
regular 
entry can be made next year. The enthiusi- 
asm of two of the class led them to venture 
into the present Contest, however, although 
they had only two weeks to practice and 
prepare their papers. 

The Contest kindles that same spark of 
enthusiasm the world over! As Sister Marie 


Donalda, of the Notre Dame High at Cen- 
tral Falls, Rhode Island, puts it—“Enthu- 
siasm is a grand asset! He who is endowed 
with it harbors a treasure! And when en- 
thusiasm results from a spirit of unalloyed 
cooperation between teacher and pupils, it 
is priccless—it is bliss!!! Such has been my 
good fortune since we started intensive prac- 
tice on the 1948 O. G. A. The happy 
faces of a few of her girls in the group pic- 


ar pv “s 


tured on the next page, and the specimens 
we were able to reproduce, bear this out! 

We have room for just a “sampling” of 
the good work that has been so noticeable 
in this year’s Contest submissions. Wish you 
could see them all. “I’m ashamed I never 
learned to write well enough to have con- 
fidence even in my own notes,” one stenog- 
rapher said 
tests. “T'll 
very night 


some of the 
remedy that—beginning this 


upon reviewing 


THERE are several weeks left for prac- 
tice before summer vacations start—weeks 
that can be very profitable if spent in prac- 
tice for better notes and speed in short- 
hand writing. I have seen a student change 
his style from bad notes to notes that were 
good enough to merit Honorable Mention 
in one-half hour’s practice at a desk in this 
office after being shown how to write and 
what to style. It is as 
easy as that. 

So, if you 


look for in his 


have not vet qualified for 
Membership in the Order of Gregg Artists, 
practice this month’s test (page 471), and 
submit to this department the best 
you are able to write. 


Copy 
Stenographers and 


appreciate the value of 


their accomplishment much 


secretaries will 
more if they 
a few minutes each day or 
improvement of style 
Ulrich, this isn’t work: it's 
So said one stenographer as 


will practice 
evening for the 
“Why, Miss 
really fun.” 
she completed her ten minutes of practice 
for the Superior Merit Certificate before 
the gong sounded announcing the end of 
the lunch hour and the beginning of an- 
other busy afternoon’s work. 
It is, too. Try it this month and see! 
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tion, then we've reached the danger 
And this is 
cluding the job you are now doing. If you 
say to yourself that you are doing your 
job as efficiently as it can be done—that 
there is no room for improvement—then 
you're in a rut. If it seems impossible to 


point. 


true of almost everything, in- 


improve the mechanics of the job, it is al- 
Ways possible to Improve 


Which 


I've had in mind for some time 


some of its per- 


sonal aspects brings up a point 


A SHORT WHILE AGO I was fortunate 
enough to have the personnel manager of 
the organization visit the class in Scecre- 
tarial Practice I was teaching for a large 
corporation here in New York City. In 
her talk to the group she discussed a check 
list of qualities she considers as requir. 
every top-notch secretary. I pass this in- 
formation along to you in the hope that in 
checking the list 

two that will be 


you will find a 
of value to y 
llene¢ 
shorthand, and ability to s 
ate, a sound basis oi 

grammar, a 
telephone 


Besides technical excel 


good 
technique, 
etc., were included 
Accuracy: The dit- 
ference between the 
secretary and stenog- 
rapher is that, al- 
they both 
mistakes, the 
doesn’t let 
them get by him. 
Adapta bility: 


Should develop a de- 


though 
make 


secretary 


sire to please, a will- 
ingness to cooperate, 
and an ability to take 
criticism. Should also 
be able to adjust to 
the personalities of 
others in the office. “Well, 
Should 


have a de sire for cxA- 


Ambition: typing lessons 


cellence in present 
owth and increased 
responsibility—then do something about it! 
-[ppearance: Well-groomed and in good 
taste, 
Common Sense 
Conduct: A businesslike attitude. 
Confidence: 


self-reliance, courage, and assurance. 


duties and a desire tor g1 


Should develop an attitude of 
Such 
characteristics prompt an employer to give 
a secretary added responsibility. 
Dependability: Should be developed in 


Room for Improvement Here 





if you don't give me a raise 
you'll have to spend the money on 
anyway.” 


Tue Grece Warirer. May, 


to keeping 
fidential matters confidential. 

Good Judqment 

Honesty: Sincerity and trustworthiness 
should be beyond question. 


regard to usual duties, and 


‘on- 


Interest and enthusiasm 

Loyalty: Strictest loyalty to the employer 
and to the organization is absolutely neces 
sary 
Should be flexible to make 
run smoothly. 


Personality 
omic 
Tact: Should get to know people and de- 
velop a knack for handling delicate situa- 
tions 

Resp mesibility: Be not 
coumimme reenoneihils but willine ar 
assuming responsibility, but willing to ac- 


cept it 


only capable of 


ry” . es ° . 
Putts list is by no means complete, but it 
does provide a Start 
different qualities 


base from which to 


taking inventory of the 


possessed and those which may need im- 


Go over the list two or three times 
for instance, if 
are being as tactful as you should in 


proving 
in earnest and ask yourself, 
you 

working with your 
fellow employees? 
\Vould the office boy 
be more willing to do 


a job for you if you 
asked him in a little 
different manner ? 
Or are you being 
as loyal to your boss 
as you should 


When other 


be? 


em- 


ployees arc discuss- 
ing some particular 
tl ng that he may 
h ive don ‘ do you 
add fuel to the fire, 
or do you turn the 


talk to something in 
his favor? 

These little things 
are important, and 
they all combine to 


show what kind of 


secretary you 
(This is 
Read at least two different types 


: are 
Stay abreast of current affairs. 
a must!) 
of daily newspapers in order to keep your 
thinking on a wide plane. And read the 
better quality magazines, too. 
youll get out of the 
when you start to improve—not only in 
techniques, but in human relations as well. 


Remember, 


groove 


> Human improvement if from within out- 
wards.—Froude 
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YES—YOU CAN DO IT, TOO! 


Sparking the study of shorthand, typing, or any other 
subject with interest and enthusiasm certainly gets results! 


FLORENCE ELAINE ULRICH 


FTER examining 35,000 O. G. A. Con- 
test papers from students and short- 
hand writers all over the world, it 

is increasingly clear that sparking the study 
of shorthand with interest and enthusiasm 
is a prime factor both in teaching and in 
learning it. At this writing, we still have 
several thousand student entries to examine, 
as well as the entries in the Teachers’ and 
Much beautiful 
has been received from students, and 


Stenographers’ Divisions. 
work 
we hope during the coming year to publish 
some additional specimens in order to show 
our readers the kind ot 
learn to trained under the 
ce < A Veteran shorthand 
writers who called and examined some of 
the work received were greatly impressed 
by the fluency, and beauty of 
what they saw! “It is unbelievable. One 


notes students 
write when 


Program. 


accuracy, 


has to see it to know that such writing skill 


is he ing de veloped in the schools,” one of 
our expert reporters commented. 


J UST as perfect typing and longhand are 
more legible and easier to read, so, smooth, 
accurate shorthand is easier and faster to 
transcribe. You who may have thought that 
only the writer himself can read the hiero- 
glyphics he has written, would be aston- 
ished to sce how easily you would be able 
tu read the notes of contestants from Pei- 
Palestine, England, Turkey, and 
other parts of the globe who are taking part 
in the Contest this year. 

\mong those w 


ping, 


10 entered aré¢ thirty-one 
(the entire Senior class) from the American 
Mission Commercial College of Alexandria, 
Egypt: also three (the teacher and two stu- 
dents) from the English Institute at Asmara 
(Eritrea), East Africa. The system has 
only recently been introduced there in 
Africa, but we hope a regular “School” 
entry can be made next year. The enthiusi- 
asm of two of the class led them to venture 
into the present Contest, however, although 
they had only two weeks to practice and 
prepare their papers. 

The Contest kindles that same spark of 
enthusiasm the world over! As Sister Marie 


Donalda, of the Notre Dame High at Cen- 
tral Falls, Rhode Island, puts it—“Enthu- 
siasm is a grand asset! He who is endowed 
with it harbors a treasure! And when en- 
thusiasm results from a spirit of unalloyed 
cooperation between teacher and pupils, it 
is priccless—it is bliss!!! Such has been my 
good fortune since we started intensive prac- 
tice on the 1948 O. G. A. copy.” 


faces of a few of her girls in the group pic- 


The happy 


tured on the next page, and the specimens 
we were able to reproduce, bear this out! 
We have room for just a “sampling” of 
the good work that has been so noticeable 
in this year’s Contest submissions. Wish you 
could see them all. “I'm ashamed I never 
learned to write well enough to have con- 
fidence even in my own notes,” one stenog 
rapher said upon reviewing some of the 
tests. “Tl 
very night!” 


remedy that—beginning this 


THERE are several weeks left for prac- 
tice before summer vacations start—weeks 
that can be very profitable if spent in prac- 
tice for better notes and speed in short- 
hand writing. I have seen a student change 
his style from bad notes to notes that were 
good enough to merit Honorable Mention 
in one-half hour’s practice at a desk in this 
office after being shown how to write and 
what to look for in his style. It is as 
easy as that. 

So, if you have not yet qualified for 
Membership in the Order of Gregg Artists, 
practice this month’s test (page 471), and 
submit to this department the best copy 
you are able to write. 
secre tar s will 


Stenographers and 


appreciate the value of 
their accomplishment much more if they 
will practice a few minutes each day or 
evening for the improvement of style 
“Why, Miss Ulrich, this isn’t work; it’s 
really fun.” So said one stenographer as 
she completed her ten minutes of practice 
for the Superior Merit Certificate before 
the gong sounded announcing the end of 
the lunch hour and the beginning of an- 
other busy afternoon’s work. 
It ts, too. Try it this month and see! 
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SMALL but excellent club of O. G. A. 
A papers came in from a comparatively 
new school: Berkshire Hills College, of 
Great Barrington, Massachusetts How 
ever, Mabel Leidy, the teacher, 1s well 
known to us for the fine work she did 
while at Temple University in Philadelphia 

Her shorthand class, started in October, 
comprised 13 students representing four 
Venezuela and Colombia in 
South America; the Philippine Islands, 
and the U. S. A. 


Miss Leidy writes: “My students have 


countries : 


been scheduled for only three hours of 
shorthand a week, but they are transcribing 
mailable letters at a nice rate of office 
production. This has been accomplished by 
integrating three of their typing hours for 
actual transcription, running parallel with 
the assignments in the Functional Book.” 
The fine and very readable style of short- 
hand the students have learned to write 
under Miss Leidy’s able teaching contrib- 
utes to their proficiency in transcribing. 


THE students have had a great deal of 
pleasure practicing to improve their notes, 
and are hoping for satisfactory results, 
Miss Irene Creager, of Marysville, Kansas, 
tells us. 


SISTER Mary Evangela, of Peiping, 
China, writes: “Enclosed please find two 
copies of the O. G. A. Contest. These rep- 
resent the work of two private pupils. 
(You noticed them on pages 468 and 4697) 
When one realizes the amount of study for 
a Chinese student to grasp the principles of 
shorthand in the English language, the 
notes, I think, are very good. Both girls 
enjoy every minute of their shorthand 
instruetion, and the coming of the Greac 
Writer is a big event for them. It usually 
takes two months for the delivery of books 
or magazines from the States, so our Con- 
test material did not reach us until Febru- 
ary 20! Our Peiping newspaper carried a 
brief notice of the death of Dr. Gregg. 
Please accept my sincere sympathy in your 


great loss.” 


ANOTHER O. G. A.—the 35th—Contest 
is drawing to a close. My students—eight- 
een girls and one boy—eagerly tried to 
improve their shorthand penmanship, and 


have improved much. Until practice on the 
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Out of the Contest Mailbag 


Contest started, any kind of pen was 
thought satisfactory, but after trying my 
official Gregg pen, they so much liked the 
light lines and ease with which it writes 
that I have had to order Gregg official pens 
lor them, too!” So Miss Ruby A. Agnew, 
of the High School in Milton Junction, 
Wisconsin, informs us. 


ry. 

ruis marks the nineteenth consecutive 
year that Ecorse High School has entered 
the O. G. A. Contest,” Mr. C. H. Peterson, 


of the Ecorse (Michigan) High School, 
tells us. 

“The students and I have enjoyed pre- 
paring the specimens for this Contest. They 
feel that good notes aid their transcription. 
We have a few boys in shorthand this 
year, and they have been among our most 
enthusiastic contestants.’ 


IN a letter from the Fiji Islands, Miss M. 
H. Free explains: “This is the first time 
we have been able to enter a Contest, as 
the magazine generally arrives here too 
late. As it is, the students have shown a 
good deal of enthusiasm and practiced well 
during the few weeks we have had 

“To show the international character of 
Gregg, you may be interested to know that 
the Contest team comprises four Europe- 
ans, four Euronesians, two Chinese, one 
Tongan, one Fijian, and one Indian. And 
two of the contestants are left-handed 

“The reason for the slow delivery of the 
magazine is it has to come from England 
and go round via New Zealand, taking 
about four months to get here as a rule, so 
we were lucky this time.” 


‘ry. 

PHE LETTER from Sister \gnes du 
Sauveur, of St. Louis Academy in Lowell, 
Massachusetts, calls to mind a_ familiar 
scene of this past winter: “Snow, snow, 
and more snow—another storm has just 
hit this area, and Lowell is litcrally snowed 
under. We are entrusting our ‘precious’ 
O. G. A. copies to none other than our 
faithful PINK ELEPHANT (12. years 
old now), for no one but he could plow 
through the drifts that have piled up! 
We're almost as cockeyed as he is—every- 
one’s been dreaming shorthand these days. 
Perfection is no trifling accomplishment !” 
[Sister Agnes refers not to a flesh and 
blood elephant, but to (Continued on page 476) 
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O.G. A. Style Studies 
and Awards Test 
Ww 


O.G. A. Membership Test 


Vay is Building Her House 
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A fee of 10¢ is required with tests sub- 
mitted for certificates, except for the 
Superior Merit or the Attainment Certifi- 
cates, which are 50¢ each Pin awards 
are 25¢ each Applicants for both certifi- 

cate and pin should remit 35¢ 














F “No 


> 
Fd g 
) 
) 
i» SD 
~- é 
) ) 
A ¥ 
‘ 
, 4 
es 
j 
vA 
om _ 
) 
CZ tye 
‘ « 414 
ae ad - 
Ao 
ttl ati —s 
oy 
) 
¢ P 
c 2 Coan 
« ad 
) 
J 
/ 
a = 
c T 2 
4 / 
r ie 


$05 
x 
ys 
e 
) 
? 
, ~ 
) 
o> 4 
- _— 
= ) 
< iA a f7 
j 4 
xX 
4 
fa 
CA-¢g 
> " 
X 
SA 7 
ai t 
_ iy 
A 
i 2 a ) 
L f 
A 
é 
/ 
f 
, 
ad < 
< 
GF 
) 4 
4 7 QO 
r »S 
, 4 S > 
) 
Co. p 
oC 
m 2 
s,_2 


Standard 





THe Grece Wr 


W ords) 





ITER. May, 1948 


T ‘anscription Speed Practice 
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May Test Material 


[All clubs of test papers should be accompanied by a typewritten list of names to expedite 
checking and insure accuracy in making out certificates Vay copy is good as member- 
ship tests for O. A.T., C.T., and O. G. A. until receipt of the June, 1948, issue. 


Senior O. A. T. Test 


Type the letter below, providing name and address and making suitable paragraphs 
of the Change in Net Assets, which is to accompany the letter. Do a good two-page 


INSTRUCTIONS: 
Also make a copy 
job of this. 


Minimum office standard: Satisfactory work on first writing, 40 minutes. 


CHANGE IN NET ASSETS 
For the Year ended December 31, 1947 


Net Assets * 
Net Income for Year as per Income Account 


$25,658,359.04 
601,180.09 
614.68 


including investments at current value), December 31, 1946 


Adjustment of provision for prior year’s Federal Income Tax 


$26,260,153.81 
Deduct: 
Unrealized Appreciation of Investments, December 31, 


1946 $7,729,400.53 


— 


Unrealized Appreciation of Investments, December 3 


1947 


1,636,157.33 


$3,093,243.20 


Deduct —Excess of amounts realized over book value of 


securities sold, as per Earned Surplus Account 1,569,731.43 


$1,523,511.77 
550,000.00 
1,500,000.00 


Dividends paid on Common Stock 

Repayment of bank loan 

Contribution to 
for past services 


Less 


employees’ retirement plan 


$63,883.00 


Charged to Reserve for Contingencies 60,000.00 3,883.00 3,577,394.77 
Net Assets * (including investments at current value), 


December 31, 1947 $22,682,759.04 


“Before deducting Loan Payable: 


December 31, 1946 $5,350,000.00 
December 31, 1947 3,850 ,000.00 





Comparative Assets and Liabilities; 
Comparative Income and Expenses; 
Realized Gain or Loss on Investments: 
Capital Shares and Surplus; Classified 
List of Investments and Other Assets. 


Further information will be furnished on 


Dear Sir: In response to your re- 
quest, we have pleasure in sending you 
the Change in Net Assets taken from 
the Annual Report of the Independent 
Corporation of America. The report con- 
tains, in addition, figures designed to 





give the reader a complete picture of the 
standing of the corporation. These are 
classified under the following headings: 


request. Cordially yours, SMITH and 
SMITH, Accountants. 


See page 476 ‘or Junior O.A.T. Test 





When submitting papers, the examination fee of ten cents for each test should be enclosed. 
> This includes cost of issuing the certificates earned by each qualifying applicant. If the pin <4 


award is desired instead, the fee is 25 cents. 


The fee for both pin and certificate is 35 cents. 











May Competent Typist Test 


Use double spacing in typing this test 


(To find the gross number of words you write, divide gross number of strokes by 5: then deduct ten 

words for each error to get net words written. Divide this by 10 to determine the net words per minute. 

The number of strokes is indicated at the end of each line in order to facilitate counting the gross 
number of strokes written.) 


Strokes 

Are the letters you write handed back for you to cor- 52 
rect careless typographical errors, sloppy erasures, bad 9 
arrangement, something that you knew wasn’t quite the lo; 
way it was wanted but that you let pass because you were — 220 
in a hurry or from plain distaste for doing what seemed to 279 
you unnecessary work to get it just right? Sometimes, in 337 
an emergency, it may be necessary to accept work that is 39% 
recognized as of inferior quality, but, as long as youarea = 455 


stenographer, let your employer decide this and you stick 513 


to your standard of perfect work. 548 

How many times a day do you forget to indicate or in- _ 00 
sert enclosures; to forward material intended to go tothe 059 
correspondent under separate cover; to take care of spe- 714 
cial office records that may be required in your business? 774 


In many offices, the work of the stenographer is intricate, 854 
and while the principal duty may be the taking of dicta- —ss9 
tion and transcribing it, inasmuch as the correspondence 46 
touches every part of the business, so is the stenographer’s 1007 
work likely to extend in one way or another in all direc- 103 
tions. If you can establish infallibility, in a practical 1122 
sense, in the handling of these varied tasks, you need have _1is2 
no concern about your future in the business. 1229 

When you fold your letters for the envelopes, do you 1282 
do a clean-cut, neat job, or simply reduce the page size 1539 
enough to get them under cover, without much regard _ 1,1 
for the way they look when they come out? No more posi-__1#46 
tive indication of the general character of astenographer’s _ 1507 
work could be had than is reflected in the neatness and 1565 
orderliness of files under her care. Files with papers 10619 
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straight, well down in the folders, not sticking out at top 
and sides, show that they are handled by someone who is 
likely to become a highly valued employee if she stays 
in the business. 

Then there is the postage-stamp test: Stamps that 
stand erect and straight, in just the right place in their 
corner, shout to the experienced observer of the depend- 
ability and general efficiency of the person who placed 
them there. There is material for a whole book on “indi- 
cations of character” in the appearance of postage stamps 
on one day’s mail. 

There is your typewriter, too. It isn’t the “just right” 
boy or girl that leaves it uncovered at the close of work, 
that fails to dust and clean it. And every one of these 
things counts in the grand results that mean good habits 
and absolute dependability. 

A reputation grows slowly, and tumbles quickly if you 
slip. Business folks won’t take you at your word, but they 
will put it up to you to demonstrate your capacity, or 
your pretensions. This is too much of a task to make it 
profitable to do it many times, so be on your guard against 
yourself, and keep that motto, Just Right, well lit. 

Standards are built up little by little from various and 
repeated activities of your daily life. Being careful, ac- 
curate, painstaking, exact, is the outgrowth of a period 
of training that you started long ago and on which you 
are still engaged. Everything you do has its influence, not 
alone on the particular job at hand, but on your attitude 
toward all your work. Whenever you demand of yourself 
the very best work you can do, you both improve your 
ability as a workman and you cultivate the state of mind 
that will make you worth having in the business world. 
Why not put yourself in the class with those whose 
ideal is doing things just right——From ‘‘Doing Things 
Just Right,’’ by Guy S. Fry. 


[Repeat from the beginning until end of the ten-minute test period.] 
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Strokes 
1679 
1735 
1790 
1808 
1859 
1918 
1973 
2029 


2085 


2649 
2709 
2763 
2820 
2878 
2935 
2990 
3051 
3109 
3164 
3217 
3274 
3330 
3381 
3415 








+ Junior O. A. T. Test 4 


INSTRUCTIONS; Type the following article about 
spices, making the heading all capital letters. Type 
evenly 


EXOTIC BUSINESS The spice trade 
bas made history for hundreds of years. 
From the 13th to the 15th Centuries, 
when pepper cost $4 a pound and sixteen 
ounces of ginger was worth more than 
a sheep, the profits fostered the building 
of empires, the growth of the arts, and 
even the construction of great cathe- 
drals. Since the dawn of civilization, 
buds, seeds, and barks and berries of 
aromatic and pungent plants have been 
nearly as precious and far more useful 
than gold and silver. 

In the United States, we use about 
thirty different spices, practically all of 
them still grown only in the tropical 
regions of the Orient. Cinnamon and 
cassia come from the inner bark of a 
tree just two years old. It is stripped by 
hand, then fermented and packed. Mace 
is only a crimson network of the nutmeg 
seed. Clove and caper blossoms are har- 
vested before they bloom, allspice ber- 
ries and peppercorns must be picked 
before they are ripe. 

Most spices are shipped in the whole 
form, then cleaned, sorted, and graded 
here. They are ground in huge machines, 


especially constructed to prevent the 
escape of volatile oils. The ground 
product is sifted through a fine silk 


mesh to a smooth, uniform powder. The 
buildings in which spices are processed 
are filled with tantalizing odors. The 
fumes seep into every corner and no 
amount of scrubbing can remove them. 
Once a machine is used for a particular 
spice, it can never be used for any other. 





Concluded from page 470) the masto at 
appears on the cover of the budget 
pers n her school. You'll find him in th 
vage of Contest Covers we plan to s \ 
you next month.] 
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Indians. They come 
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students are Eskimos and ten are 


from all parts of 
received the 
Certificate, 
Gold emblem pin. 


students 
Membership and 


tiree 


ANO! HIER teacher tells this interesting 


story: “Ironically enough, one of the stu- 
dents who received Honorable Mention in 
our QO. G. A. Contest club last year was 
about to drop shorthand when she first 


started to study it, because of 


failing 
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THAT CASE OF THE JITTERS 


Panic can be controlled just as surely as poor outlines can be 
controlled, if you have really mastered the system you write 


CHARLES LEE SWEM 


Official Shorthand Reporter, New York Supreme Court 


HIS is examination time for re- 
porters and would-be reporters of 
New York State. The State of New 
York is an exclusive Civil Service state. 
Two examinations for reporters have been 
called in New York City, and the calling of 
another is expected upstate. The two exam- 
inations, the dates f which have been set 


for the City of New York, are examinations 


for entrance into the lower courts of the 
City and also f the Supreme Court, 
( inty 5% rt ot General Sessions, 
ind all the li uurts the district. Thr 
tural result 1s that almost without excep- 
ligt ill ! t vet in the ¢ s are 
or this 1 next “on the make 
I’very s ind reporting class in the city 
filled to capacity with ambitious writers 
h iring tor t Vita lay ol CXanminatio 
JOzens ot re s ot writers ive 
ned ASSCS the own, where they 
ictate t tlie trade outlines, and 
make their eparation according to their 
Wh parti ir needs 


pica ot tine ( ting protessiot rhere 
( som ( ting SCO ls s attered 
throughout thx country but they are so 
very few that reporters, except in two or 


‘ 


three large centers of population, have to 


depend for training and development upon 
speed classes of their own little groups, 
banded together for dictation purposes. It 
s definitely tl ard way, actically 
l] Ss i ne ( ire 1 t igiit te i 
v's work s in some ot busi- 
ss, but the 1 ty of it often serves 
{ cul i the eventual rec] i¢ s Cc 
t those q s Which he is ten 
to lean lla erecncy It eives in s¢ - 
Cllalice, depende { and inge lity n 
handling emergencies in daily reporting 
work. For shorthand ability is not all short- 
hand spec 1. It is hearing, as well the qu 
unscrambling of sounds and syllables that 
vhen first heard at meaningless. It is 
coping on the spur of the moment. wit] 
new words and combinations that € 


tricky and troublesome. It is hair-trigger 
judgment in determining whose utterance 
is the more important for the record when 
two or more people insist upon speaking 
in concert. I doubt if any class of skilled 
workers is so frequently called upon to dis- 
lependence and native in- 


genuity as the skilled re 


play as much in 
porter. He has no 
help as he writes, nobody to call upon to 
make his decisions for him, he is completely 
he speaker as to speed, 


at the mercy of t 


hearing, and text. 


NOBODY will dispute that an examination 
should be prepared for, but many young 


riters misinterpret the special training 


that they endure for the purpose of passing 
an examination. Its real importance is not 
to gain speed that is not there, but rat 
to bring such speed as is present to a sharp 
competitive edge, as well as to condition 
one’s nerves and habits to what is essen- 
tially an artificial performance. All speed 
examinations are of necessity artificial. No- 
body writes in court at any set speed for 
any set period of time. He writes sometimes 
much faster and sometimes much slower, so 
that he never feels the tenseness that grips a 
candidate as he realizes that no matter what 
» until 
le its rounds and the 


happens there is going to be no let-ujy 
the stop watch has ma 
last word has been spoken. But it is a fair 


way to match one candidate against another. 


Some candidates, by reason of variatiog of 


system or of habit, find certain passages of 
ictat arde asier than others, but 
from the steady, evenly spa lictation of 
the examination all must write all passages 
at the same speed, thus displaying then 


skill on both easy and hard matter as 


gainst the skill of each other candidate. 
The ability displayed in an examination 
is very seldom ability that has been a 
quired during the three or four weeks’ 
training period just preceding the examina 
tion. It is the skill, rather, that has been 
unded deep into the subconscious mind 
1 the COM linati 12 t s r iz t 
months and years ot ictice betore the ex 
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amination was ever announced. Indeed, to a 
large extent, newly acquired writing ability 

and by that I mean especially newly ac- 
quired outlines and phrases 
very dangerous in an examination. All the 
writing ability of the candidate that pertains 
to such things as briefer outlines and short- 
cuts should be of longer-standing know! 


is frequently 


edge than the few weeks immediately pre- 
ceding the examination. There is nothing 
like going into an examination or a contest 
with the feeling that what you know, you 


have known long enough to make it a 
mere piece of automatic writing when 
heard. 


—_ ; 
[HE more important part of the immedi- 
ate preparation for an examination is the 
development of increased manual dexterity 
and hand control, as well as a “tuning up” 
of all the co6drdinating faculties. A great 
deal can be done in controlling and speed- 
ing up the manual reflexes. Much also can 
be done in making sharper the codrdinating 
faculties so that if the subconscious, auto- 
matic machinery breaks down, the conscious 
mind will be keener and better conditioned 
to handle the emergency without panic. For 
panic is the big bugaboo that ruins more 
candidates than any other hazard except, of 
course, lack of the fundamental skill to 
write the speeds required. 

We have all experienced panic, the nov- 
ice and the expert alike—that dying, 
drowning feeling that everything is lost, 
and the mind simply shuts down in reflex- 
ive defense. Coping with that, too, has to 
be practiced, just the same as the simplest 
phrase must be learned. Of course, there 
is no use telling a nervous person not to be 
nervous, or a panicky one not to give way 
to panic, but there is a remedy even for 
nervous people and for those who are in- 
clined to be panicky. Panic consists, in 
large part, of giving undue thought to an 
unpleasant situation. As the situation be- 
comes more intense, more thought is then 
given to the consideration of it than to 
actual writing of shorthand, and then, be- 
fore we know it, the problem becomes so 
big that we think of nothing else and stop 
writing. 


I LONG AGO discovered that you can 
let your conscious mind go blank and you 
can keep on writing still—with the sub- 
conscious mind. That is the reason I always 
like to stress mechanical or subconscious 
writing. Let the troubles come, let the situ- 
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ation mount up, and let the fears of panic 
creep in—but before that happens, turn off 
the current of the conscious mind, which 
wants to think too much about it all, and 
switch on the subconscious mind, to get 
what it can. In short, blank out all con- 
scious thought entirely and let the automatic 
mind do what it will 

Have you never in typing, when you 
were not certain of the spelling of a word, 
“shut your eyes,” as it were, and let the 
fingers pound out the spelling—correctly ? 
Have you never, in reciting something that 
you have memorized, suddenly realized that 
you have forgotten what comes next; then 
closed your mind completely and let some 
piece of machinery down below speak it out 
for you, without really hearing what you 
are saying, except to realize that it is com- 
ing out correctly? The subconscious mind 
again. 


. 
WELL, it is the same in fast w riting, when 
troubles mount and you begin to feel pan- 
icky. Think whatever you please for the 
moment, or stop thinking consciously at 
all, but turn all the controls over immedi- 
ately to the subconscious, till the tension 
lets up again, as it will in a second or two. 
In the meantime, you have kept on writ- 
ing, you 


down for 
said, and, in the 
majority of instances, it will be an auto- 
matic, 


have put something 


everything that was 


subconscious reproduction of what 
was said. You won't have any recollection 
of what was said at that point, you will 
have to puzzle it out just as if it were 
something you had never written yourself, 
but, if you have made your shorthand the 
complete reflex action that it should be, you 
will 


read what is there as accurately as 


anything else in your notebook 


PANIC in fast writing is no respecter of 
persons. We all get it at times when we 
are pushed to our limit. But it can be con- 
trolled just as surely as poor outlines can 
be controlled. When everything else goes 
haywire in a contest or an examination, put 
your faith in your subconscious mastery of 
your system. If you have that 
the required speed as well—you have little 
to worry about at examination time. 


along with 


[Epvirortat Note: Capitalizing on the reporting 
experience he gained while in the Service during 
the War—his adventures you may remember 
reading in our January, 1947, issue—Mr. Paza 


is now free-lancing in his home town in Leyte 
The notes shown on the next page were taken at a 
hearing before the Public Service Commission in 
connection with an application for TH-License.] 
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From a Reporter’s Notebook 


SILVERIO T. PAZA 
Tacloban, Leyte, Philippine Islands 
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WHo’s WHO IN SHORTHAND SPEED 


EXAMINER A. A. BOWLE 


uu 


T IS DIFFICULT to get these com- 

petent shorthand writers, the cream of 
the crop, to speak about 
They are the silent men and women of the 
court room, whose pens and notebooks re- 
cord the cases that are tried before the bars 
of justice. It seems to be the make-up of 
these people to say little and do much! 

So it is with Diamond Medal 
Robert S. Balhatchet, of Oak Park, 
nois. Mr. Balhatchet attended Gregg 
lege around 1940 and received his first 
training in shorthand and typing and kin- 
dred subjects there. After graduation he 
was asked to help Uncle Sam, and for three 
years and nine months he saw servicé in 
the Navy. 

When the War was over and Mr. 
hatchet was released from the Service, he 
almost immediately entered the 


themselves. 


winner 
[1li- 
Col- 


3al- 


Gregg 





Robert S. Balhatchet 


School of Shorthand Reporting. He com- 
pleted graduation requirements and added 
also the winning of the Diamond Medal 
for qualifying on the 200-word-a-minute 
test. 

Mr. Balhatchet is a member of the Na- 
tional Shorthand Reporters Association 
and is also a member of the Shorthand 
Exchange Association of Chi- 
cago. He is engaged in free-lance reporting. 


Reporters 


HOBBIES? That’s always interesting to 
know about a fellow, and sports, too. He 
lists that mental-exercise game, chess, as 
his favorite hobby; and swimming a sport 
in which he has won prizes. Judo also is 
listed as the sports in which he 
engages. You don’t suppose he throws a 
man if he talks fast on the witness 
stand, do you? 


one of 


too 


Transcript of Mr. Paza’s Notes on Page 479 


Q. As a mechanic, what is the first thing 
that you do before the truck goes out for service: 
A. I inspect the truck throughly, seeing to it 
that it is in best condition. 


Q. Do you instruct the driver to drive the 
truck carefully in order to avoid accident or con- 


troversy with any customer or with the public? 
A. Yes, sir. 
Is the truck of your wife provided with 


the complete tools or equipment for its repairs in 
case necessity arises? A. Yes, sir. 


Atty. Salvatierra: That is all for this witness, 
Honor. 


Court: Another 


Your 
witness. 


5 Atty. Salvatierra: I am presenting the third 
witness of this case. 


Court: State your personal circumstances 


FERNANDO BORINES 
married, contractor for the 


~+ years of 
residing at 150 Veteranos 


salvage of 


age, 
barges, 


Street. Tacloban, Leyte, being first duly sworn, 
testified on his oath as follows: 
Court: Proceed 
DIRECT EXAMINATION 


by Atty. Salvatierra 


occupation? A, Contractor 
barges. 


Q. What is your 
the salvage of 
Q. Do you know the applicant of this case 
No. 31015? A. Yes, sir. 
Q. How 


less? 


long have you known her more or 


For more than ten years 


©. As a contractor for the salvage of barges, 
1- ; 2 
3 


ve you ever hired the truck of Mrs. Bessie M 
(isray 
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The Signs of Business 


PAUL R. FRITSCH 


Condensed from “Signs of the Times” 
in The Advertiser’s Digest 
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A Scotch-Irish Lad Wins Through 


Some of His Early Experiences in America 


(Continuing the story from the April issue) 
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first Christmas in America.) 
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The Sightless 
Also See 


NICHOLS FIELD WILSON 
in 


“Adventures in Business” 
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“THE NOBLEST CHARITY IS TO PREVENT A MAN FROM 
ACCEPTING CHARITY; AND THE BEST ALMS ARE TO SHOW 
AND TO ENABLE A MAN TO DISPENSE WITH ALMS.” 











‘FINGERS THAT SEE 


J. Robert Atkinson lost his physical 
sight when he was twenty-five years 
of age. Undaunted by misfortune, he 
brought about his own rehabilitation 
by learning Braille. He then went on 
to found the Braille Institute of 
America, Inc., publishing books in 
Braille in order that other sightless 
persons might acquire independence 
and usefulness. Nationally recognized 
as a champion of this cause, he has de- 
voted a full and happy life to their 
welfare. Hundreds so handicapped 
have found a new life through the 
work of the Institute. 
























Top-Sensitive fingers read Braille 
Center-Taking notes in Braille with a stylus 


Bottom-Braille typewriter in action 
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Boners That Got Into Letters 
Don’t Let Your Boss Appear Guilty of the Like! 
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Turning Point of My Career 
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